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NONAPPROPRIATED FUND POSITION DESCRIPTION JOB TITLE: Head Cashier POSITION
NUMBER 01-0120 JOB SERIES: 0530 PAY LEVEL: NF-2

Summary of Duties:

Collects and issues money bags, cash funds, and turn-in bags from sales clerks and locations. Receives, counts and
verifies monies received with daily cash reports. Maintains log, and record movements of money bags. Assists in
maintaining complete and systematic set of records on all cash transactions.

Assists supervisor on a daily basis in directing subordinates by answering questions, resolving problems which arise,
training new employees and insuring the smooth flow of operations.

Checks to ensure the periodic procurement of supplies and equipment required for a efficient operation.

Performs other related duties as assigned.

Minimum Qualifications:

A minimum of one year of experience involving responsible cash processing procedures and policies of MWR, and
ability to provide leadership to staff members. Ability to operate a calculator, CRT (computer terminal or PC), and
knowledge and application of business mathematics. Must be familiar with and understand MWR policies, orders
and regulations relative to the work performed.



